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Confirm Account Balance 

Scope 

The SFA CFO Accounting Division can confirm account balances within 
SFA FMS. 

System References 

N/A 

Policy 

N/A 

Responsibility 

SFA CFO GL SuperUser  

Distribution 

N/A 

Ownership 

N/A 

Activity Preface 

Confirm Account Balance-SFA CFO General 
Ledger SuperUser 
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1. From the “Navigator” window, double-click Inquiry.  The Inquiry 
sub-menu appears. 

2. Click Account and click the Open button.  The “Account Inquiry” 
window appears. 
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3. Click the Accounts field. The “Find Accounts” window appears. 
 

4

5  
 

FYI:  Although it is not necessary to complete every field on this screen, 
the more parameters you include, the more refined the search results will 
be.   

4. Tab to the fields in the “Low” and “High” columns for each category 
you would like to search by and type the appropriate values or click 
on the List of Values Icon on the “Find Accounts” window to select 
from a list of valid values. 

5. Click the OK button.  The “Account Inquiry” window appears with 
the Accounts fields populated. 
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6. Click the Show Balances button.  The “Detail Balances” window 
appears. 

 

8

7

 
 

7. Verify the Period to Date (PTD) budget for the account(s) specified. 

8. Click the X button to close the “Detail Balances” window.  The  
“Account Inquiry” window appears. 
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9. Click the X button to close the “Account Inquiry” window.  The 
“Navigator” window appears. 

End of activity. 
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